
April Events 
• April Dinner Meeting – Thursday, April 18.  This meeting will be held at the Courtyard Mar-

riott, Midtown Sacramento, 4422 Y Street, Sacramento.  You can register online through our 
website (www.slsa.org) or contact Shelly Reyes at reservations@slsa.org. 
See page 18. 
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M y final President’s Message – when I 
started this journey, two years seemed 
so far away, and now that it’s over, it 

seems like it went so fast!  I am amazed at how 
much I’ve learned about the running of this As-
sociation and how much I was able to accom-
plish!  It has been a pleasure to serve as your 
President for these past two years; thank you for 
the opportunity. 

   Thank you to my board members, we accom-
plished so much together this year!  It was a 
pleasure to work with all of you! 

   Thank you to my chairmen!  It’s these volun-
teers that make it possible for SLSA to provide 
its members with the benefits, charitable pro-
jects, networking, and educational opportunities 
that it does.  Thank you: 

Crystal Rivera 
Rebecca Lerma 
Elizabeth Gideon, CCLS 
Shelly Reyes 
Anne French 
Jaymie Moralez 
Elizabeth Bomke, CCLS 
Alexander Cain 
Launa Atkinson, CCLS 

Teri McClory, CCLS 
Debbie Frias, CCLS 
Jennifer Rotz 
Jennifer Sachs 
Cindy Biscarra 
Mary Taylor-Higgins 
Corene Rodder 

PROGRAMS 

   April 18, 2013, is our April Dinner Meeting 
and SLSA’s 74th Annual Installation of Officers 
with special guest Mary S. Rocca, CCLS, and 
LSI Past President as Installing Officer.  Our 
speaker is Rebecca A. Gardner, Esq. of HMS 
Law Group, LLP, and she will be speaking on 
“Free Speech and Social Media in the Work-
place” with our vendor of the month, Esquire 
Deposition Solutions.  You may register online 
or by emailing reservations@slsa.org.  This 
event will be held at the Courtyard Marriott - 
Midtown, 4422 Y St., Sacramento.  Please refer 
to the registration form in this bulletin. 

NOMINATIONS AND ELECTIONS 

   Congratulations to the incoming officers and 
to the delegates who will be representing SLSA 
at the May 2013 Annual Conference in San 
Jose. 

OFFICERS 

President:  Lynne Koroush 
Secretary:  Jennifer Estabrook, CCLS 
Treasurer:  Maryanna Rickner 
Governor:  Dawn R. Forgeur, CCLS 

DELEGATES 

Debbie Frias, CCLS 
Anne French 
Maryanna Rickner 

First Alternate Delegate: 
Michelle Chavez, CCLS 
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Dawn Forgeur, 
CCLS 

President’s Message 
by Dawn Forgeur, CCLS  
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CHANGE OF ADDRESS: 
Please remember if you have moved offices or home, be sure to send us your Change of Address form so 
that we can update our records.  This will minimize any delay in your receiving our monthly bulletin, any 
correspondence, and the LSI quarterly magazine.  The change of address form can be found in this bulletin 
or on our website.  They should be mailed to our Vice President and Membership Chair, Lynne Koroush, 
to her work address at Greenberg Traurig, LLP, 1201 K Street, Ste. 1100, Sacramento, CA 95814.  

W elcome, and congratulations to SLSA’s newest member, who was inducted at the March 21, 2013 regular membership meeting. 

 

ACTIVE MEMBERSHIP 

   Shelby Nordman -- Shelby is a legal assistant with the Law Offices of Joseph C. George, Ph.D.  She was a court reporter from 1992-
1993, and has been employed as a legal assistant since December 2012, specializing in litigation.  Shelby celebrates her birthday on Octo-
ber 1, and enjoys volunteering and gardening. 

   If you are interested in membership in SLSA, please contact Lynne Koroush at (916) 442-1111, or via e-mail at koroushl@gtlaw.com. 

CONGRATULATIONS 

   To SLSA member Lisa Haddix on the birth of her daughter, Olivia Grace Slauson, 
born January 23, 2013.  We wish Lisa, baby Olivia, and the family all the best! 

 

 

CHANGES??  UPDATES??  

   Are you an SLSA member who has moved? Changed jobs?  Been promoted?  Recently engaged or married?  New addition to the fami-
ly?  We want to know about you!!  Let us celebrate your accomplishments with you during the good times, and support you during the 
tough times.  Please send your news to koroushl@gtlaw.com. 

Membership Chair Report 
by Lynne Koroush  

T hank you to all the members who sent SLSA their information and updates that could be counted for Chapter Achievement 
Points – all those points will go towards SLSA trying to win the Chapter Achievement Point contest at the May Annual Confer-
ence where we compete with other local associations.  It’s been another great year – but don’t stop reporting!!  We are starting 

our count towards next year’s contest – remember to email governor@slsa.org with your Chapter Achievement Point information! 

CAPs 
by Dawn Forgeur, CCLS 
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• Day in Court 

• Career Promotion/Scholarship 

Second Session 10:30 a.m. – 11:45 a.m. 

• Newcomer’s Workshop 

• Governor’s Workshop 

• Bulletin Editor Workshop 

• Legal Procedures 

• Marketing 

FRIDAY, MAY 17 
LEGAL SPECIALIZATION SEMINARS 

First Session 2:00 p.m. – 4:00 p.m. 

• Law Office Administration:  Social Media 
and Privacy Issues for Employers: It’s Not 
Going Away – It’s Growing! 

• Transactional:  Serving Subpoenas in Sili-
con Valley and Beyond 

Second Session 4:30 p.m. – 6:30 p.m. 

• Civil Litigation:  Trial Preparation:  What 
To Do During the Weeks Before Trial 

• Family Law:  Preliminary  Declarations of 
Disclosure:  Requirements and Updates 

Saturday, May 18 
Legal Specialization Seminars 

4:00 p.m. to 6:00 p.m. 

• Probate/Estate Planning:  Preparation of 
the 706 and Recent Changes in the Law 

• Criminal Law:  Jeff Kettering, Merced 
County Probation Department 

   Finally, you can review the Official Notice on 
www.lsi.org, which has information about get-
ting to conference, along with a full schedule of 
events.  I hope to see many of you there! 

Melanie Herman 

Governor’s Report 
 

I f you will recall from last month’s article, 
the Governors voted on the new LSI logo, 
and Logo “L” won the vote.  Attached to 

this Governor’s Message is a picture of that 
logo. 

   LSI’s Annual Conference is coming up on 
May 16-19, 2013, in San Jose.  San Jose is not 
that far from Sacramento, so I encourage every-
one to come and participate in an Officer or 
Chairmen Workshop on Friday, or one of the 
Legal Specialization Section Seminars on Friday 
and Saturday.  A schedule is below and confer-
ence registration forms are included in this bul-
letin. 

FRIDAY, MAY 17 
OFFICER/CHAIRMEN WORKSHOPS 

First Session 9:00 a.m. – 10:15 a.m. 

• Minutes/Notes/Correspondence/ 
Corporate Office 

• Parliamentarian 

• Legal Secretary Training/Seminars 
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USDC - CENTRAL DISTRICT 

FURLOUGH/REDUCED SERVICE DAYS 

   In order to adjust to the sequester cuts in the Court’s budget, the United States District Court, Central District of California, will fur-
lough staff and reduce Court services on specific Fridays between April 26 through the end of August 2013 in all three of its divisions – 
Western (Los Angeles), Southern (Santa Ana), and Eastern (Riverside). 
• The days on which the Court will be closed and only reduced services will be available are as follows: 
• The courthouses in each division will remain open on these days, but the Clerk’s Office will be closed except for the following ser-

vices: 
• The criminal intake section will be open to process bond-related matters, new arrests, and other documents necessary for the crimi-

nal duty calendar, which will continue to be held. 
• The following emergency civil filings will be accepted: 
• A new action where the statute of limitation expires that day. 
• An application for a temporary restraining order regarding an event that will take place prior to the next business day. 
• An application for a warrant for the arrest of a vessel regarding an event that must take place prior to the next business day. 
• CM/ECF will be available for electronic filing on Reduced Service days. 

USDC – NORTHERN DISTRICT 

FURLOUGH/REDUCED SERVICE DAYS 
   Due to budget reductions caused by sequestration, the Court will observe five furlough days in Fiscal Year 2013.  The Court has ap-

proved the following furlough schedule to begin in May, absent further notice. 
• Eastern District Furlough Closure Guidelines for Parties and Counsel: 

à Federal buildings will be open on furlough closure days, allowing public access to drop boxes for filing purposes in San 
Francisco, San Jose, and Oakland during regular posted hours. Items filed in accordance with the Court’s drop box proce-
dures will be considered “filed” on the date they are file-stamped and deposited in a drop box, unless that date is on a 
weekend or federal holiday.  For purposes of drop box filings, furlough closure days will be considered regular court 
days.  Drop box procedures can be found at: http://cand.uscourts.gov/dropbox.  

à Any urgent matter arising from a case in a closed division should be brought to an open division only if it is an emergency 
that cannot wait until the next court day. 

à CM/ECF will be available for electronic filing on furlough closure days; the ECF Help Desk will be open but there may be 
longer-than-usual hold times for service. 

à Hearings that fall on furlough closure days will be rescheduled by the court.  If you have proceedings that are affected, you 
will be notified.  

Of  Note 

• San Francisco, San Jose and Eureka 

à Friday, May 3 

à Friday, June 7 

à Friday, July 5 

à Friday, August 2 

• Oakland 

à Monday, May 6 

à Monday, June 3 

à Monday, July 1 

à Monday, August 5 

à Friday, April 26, 2013 

à Friday, May 24, 2013 

à Friday, June 21, 2013 

à Friday, July 12, 2013 

à Friday, July 26, 2013 

à Friday, August 16, 2013 

à Friday, August 30, 2013 



CHAPTER ACHIEVEMENT REPORTING FORM 
 

Each association in LSI participates every year in the Chapter Achievement contest.  An award of $250 is presented by 
LSI to the highest scoring association in each membership category at the Annual Conference of LSI.  Chapter Achieve-
ment Points (CAPs) are tracked during the year by SLSA’s Governor.  This covers activities from April 1, 2012, through 
March 31, 2013.  This form’s purpose is to track each member’s activity during the course of the fiscal year.  Please com-
plete this form each time you attend a function and mail it to SLSA’s Governor.  If you attend a function and are not sure 
if it applies, include it below on the blank line provided and it will be determined if it applies. 
 
Date of Event  Event 
 
__________  I submitted an article to The Legal Secretary magazine.  (50 points) 
__________  I attended an LSI Quarterly or Annual Conference.  (50 points) 
__________  I attended an Officer/Chairman Workshop at the Annual Conference. 

How many?  _____  (25 points) 
__________  I belong to an LSI-sponsored credit union.  (100 points) 
__________  I am insured through an LSI plan.  (100 points) 
__________  I rented a car through Hertz with the LSI discount.  (200 points) 
__________  I took the CCLS exam – Test Date:  _______________.  (100 points) 
__________  I passed the CCLS exam – Test Date:  _________________.  (200 points) 
__________  I submitted questions to LSI for use on the CCLS Mock exam. 

How many?  __________.  (25 points per question) 
__________  I recertified as a CCLS during the 2012-2013 fiscal year.  (50 points) 
__________  I attended another association’s monthly meeting, installation, or other function. (50 points) 
__________  I attended an educational workshop or seminar sponsored by SLSA or another local 

association.  (25 points) 
__________  I attended an educational workshop or seminar sponsored by a Forum, CEB, or 

The Rutter Group.  (25 points) 
__________  I am a member of at least one Legal Specialization Section.  (50 points) 
__________  I am a member of all six Legal Specialization Sections as of March 31, 2013. (100 points) 
__________  I attended a Legal Specialization Section Seminar at Quarterly or Annual 

Conference.  How many?  __________.  (50 points per seminar) 
__________  I attended a Legal Specialization Section Regional Seminar.  (75 points) 
__________  I submitted an article for use in a Legal Specialization Section newsletter.  (50 points) 
__________  I purchased the Legal Professional’s Handbook (LPH) between April 1, 2012, and 

March 31, 2013.  (200 points) 
__________  I purchased the Law Office Procedures Manual (LOPM) between April 1, 2012, 

and March 31, 2013.  (200 points) 
__________ I purchased updates to the LPH between April 1, 2012, and March 31, 2013. (100 points) 
__________  I purchased updates to the LOPM between April 1, 2012, and March 31, 2013. (100 points) 
 
 

Name: ________________________________  Email:  ________________________________ 
 
 
If you have any questions or would like to email this form, you can reach the Governor at governor@slsa.org, otherwise 
you can mail this form to: 
 

Sacramento LSA 
Attn:  Melanie Herman, Governor 

Perkins & Associates 
300 Capitol Mall, Ste. 1800 

Sacramento, CA 95814 
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T his free benefit provides the legal community with a place to post job openings for all categories of job positions.  
SLSA assists in every possible manner to procure employment for members of this association, and cooperates with 
attorneys in filling positions in law offices, but in no event does this committee act as an employment agency.   

   Employers/Attorneys will need to give the following information to the Employment Chair: name, firm name, address, 
phone number(s), areas of law practice, software used, position available, and years of experience required.  The attorney/
employer is requested to e-mail the Employment Chair with the advertisement formatted like those currently posted on the 
"Employment Opportunities" page.  Ads are usually posted within 48 hours.   

   It is the responsibility of the applicants to contact the employers, schedule interviews, exchange résumés, and to discuss 
benefits and salary, etc.  All information is listed until notification to drop the name/position is given to the Employment 
Chair.   

   Please contact Employment Chair Jaymie Moralez, at (916) 446-7979, or e-mail her at jmoralez@somachlaw.com.  A 
detailed message can be left, and your call will be returned within 24 hours.  If you wish your listing to be placed on our web 
page, please indicate your authorization to do so. 

• (4/10/13) Legal Assistant. One-attorney office looking for legal assistant with knowledge of state and federal courts; 2-
5+ years experience. Please send cover letter and resume to jscharff@scharff.us.  

• (3/19/2013) Experienced Legal Secretary. Certified Family Law specialist seeking full-time experienced legal secretary. 
At least two (2) years of legal experience preferred. Motivated and ability to multi-task in a fast-paced environment. We 
are located on University Avenue, Sacramento. Professional and friendly work atmosphere, salary DOE. Email cover 
letter describing your experience and career goals with your resume to rbs@cwo.com.  

• (3/19/2013) Litigation Legal Secretary. The Sacramento office of Greenberg Traurig has an opening for a litigation legal 
secretary with 7+ years of experience. Qualified candidates must have a thorough understanding of the processes of state 
(California) and federal litigation. Must be experienced in, and knowledgeable of, e-filing, trial procedures, discovery, 
document production, document management, calendaring and case management. The position requires a team player 
with a service attitude and a superior ability to maintain effective relationships with attorneys, staff, and the general 
public. The candidate should be outgoing, creative, intelligent, professional, and polished; must have superior verbal, 
written, and organization skills and the ability to manage competing priorities. Must also be proficient in MS Word, 
Excel, PowerPoint and Outlook. Experience in a fast-paced, large law firm environment highly desired. M-F, 9-6; 
Candidate should be flexible to work overtime. We offer a competitive salary, outstanding benefits package, and a team 
oriented environment. Greenberg Traurig is an Equal Opportunity Employer. Please send all cover letters, resumes, and 
any supporting documentation via e-mail to ChastainJ@gtlaw.com. (No phone calls, please.)  

Greenberg Traurig, LLP is an international, full-service law firm with approximately 1750 attorneys serving clients from 
35 offices in the United States, Latin America, Europe, the Middle East and Asia. In the U.S., the firm has more offices 
than any other among the Top 10 on The National Law Journal’s 2012 NLJ 250. For additional information, please visit 
www.gtlaw.com.  

Employment Report/Positions Available 
by Jaymie Moralez  

See Employment Report, Page 9 
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• (1/24/13) Experienced Litigation Paralegal - Healthcare Litigation Law Practice. Murphy Austin Adams Schoenfeld LLP 
is a downtown law firm looking for a qualified paralegal candidate with five+ years of solid litigation experience to work 
in our Healthcare Litigation Law practice group. The successful candidate must be able to multitask in a fast-paced, 
professional environment, enjoy working as part of a team, and demonstrate a commitment to client service. In addition, 
excellent organizational skills and the ability to work with large volumes of documents are required.  

Top-notch computer skills and aptitude are additionally required. Advanced skills in Summation, Microsoft Word, Excel, 
Outlook and document management systems are required, with proficiency in Filesite, Access and Legal MacPac a plus. 
The successful candidate must be able and willing to learn other software systems that support a litigation practice.  

Employment Report/Positions Available 
by Jaymie Moralez  Cont. 

Heather Deen April 1 
Alisa Johnson April 3 
Rose Pyle April 6 
Lorraine Ballew April 7 
Karen Zeitvogel-Benzler April 7 
Jamie Brandt April 9 

Jennifer Goldsmith April 9 
Janine Rowe April 10 
Jenny Lynn Mackey April 15 
Jean Wright April 16 
CoSandra Pollard April 17 
Rebecca Lerma April 19 
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1. In unit by unit filing, which is first? 
 (a) The #1 Pizza Store 
 (b) The $50 Outlet Shop 
 (c) The 50+ Retire Community 
 
2. The term baronial is used to describe: 
 (a)  stationery size 
 (b) stationery style 
 (c) stationery finish  
 
3. To create a 2” top margin on a business document how many 
times do you space down from the default of 1”? 
 (a) 6 
 (b) 8 
 (c) 5 
 
4. When a letter is personal or confidential in nature, the appropri-
ate notation is inserted: 
 (a) immediately below the address 
 (b) on the second line, below the date, at the left margin 
 (c) on the address line, at the right margin 
 
5. Which of the following is correct: 
 (a) Feb. 28, 2001 
 (b) February 28th, 2001 
 (c) February 28, 2001 
 
6. Which of the following is the abbreviation for Minnesota? 
 (a) MA 
 (b) MN 
 (c) MO 
 
7. A customized list of a user’s favorite web site is: 
 (a) favorite list 
 (b) bootstrap 
 (c) bookmark list 
 
8. Which of the following is not a part of the URL? 
 (a) protocol 
 (b) telnet 
 (c) host name 
 
9. When filing, consider a hyphenated name as a single unit; ignore 
the hyphen 
 ___True   ___False 
 
10. If a woman wants to indicate her preference for “Ms.,” she 
should use the title in both her handwritten and typed signature. 
 ___True    ___False 

CCLS Quiz 
by Launa Atkinson, CCLS   

See Answers, Page 17 

Benefits Highlights   

A re you a member of one of LSI’s Legal Specialization 
Sections? 

 

• Civil Litigation  

• Criminal Law  

• Family Law  

• Law Office Administration  

• Probate/Estate Planning  

• Transactional Law  

   Legal Specialization Sections provide access to continuing 
education workshops and seminars. Membership includes 
access to free quarterly workshops at conferences; quarterly 
newsletters containing up-to-date information, including 
changes in the law and forms; statewide roster of all members 
in each section for easy access to local procedural information 
in other counties; and networking opportunities.  

   Annual dues are $20 for individual sections, or $75 to join all 
six sections (dues are higher if you are not an SLSA member)  

   You can find the registration form in this bulletin or online 
at www.lsi.org. 

CHOOSE THE MOST CORRECT ANSWER: 
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Parliamentarian’s Corner 
 

H enry Martyn Robert was an engineer-
ing officer in the regular Army. With-
out warning he was asked to preside 

over a public meeting being held in a church in 
his community and realized that he did not know 
how. He tried anyway and his embarrassment 
was supreme. This event, which may seem famil-
iar to many readers, left him determined never to 
attend another meeting until he knew something 
of parliamentary law.  

   Ultimately, he discovered and studied the few 
books then available on the subject. From time 
to time, due to his military duties, he was trans-
ferred to various parts of the United States, 
where he found virtual parliamentary anarchy, 
since each member from a different part of the 
country had differing ideas of correct procedure. 
To bring order out of chaos, he decided to write 

Robert's Rules of Order, as it came to be called. 

   The eleventh, current, edition has been 
brought about through a process of keeping the 
book up to date with the growth of parliamen-
tary procedure. All editions of the work issued 
after the death of the original author have been 
prepared by persons who either knew and 
worked with the original author or are connect-
ed to such persons in a direct continuity of pro-
fessional association. 

   NOTE: While there are many books available 
with “Robert's Rules” in the title, be aware that 
only the 2011 editions of Robert's Rules of Or-
der Newly Revised, published by Da Capo 
Press, are the current, official versions. 

A Short History of Robert’s Rules—www.robertsrules.com 

Astrid Watterson, 
CCLS 
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Law Office Products/Management 
by Dawn Forgeur, CCLS  

D id you know that the State Bar of 
California has a page specifically re-
garding Law Office Management?  

This webpage has all kinds of helpful infor-
mation, forms, and links for opening and closing 
a law firm!  You can find the information listed 
below at: 
http://www.calbar.ca.gov/Attorneys/MemberS
ervices/LawOfficeManagement.aspx.   

OPENING A LAW OFFICE 

• The California Guide to Opening and Man-
aging a Law Office  

• Tips for operating an environmentally 
friendly law office  

• Board of Governors approves voluntary 
sustainability standards  

• News Release 

• Eco-Pledge 

• The Sustainable Law Office - American Bar 
Association 

• Flex Your Power - California's statewide 
energy efficiency marketing and outreach 
campaign (Best Practices Guides)   

• Sample Written Fee Agreement Forms  

• Client Trust Accounts 

• Mandatory Fee Arbitration 

• Limited Liability Partnerships 

• Law Corporations 

• Insurance 

• Ethics Hotline  

• Ethics Opinions  

• Rules of Professional Conduct  

• State Bar Act  

• Legal Research Links 

• Lawyer Assistance Program  

• California Attorney Guidelines of Civility 
and Professionalism (Civility Toolbox)  

CLOSING A LAW OFFICE 

• Guidelines for Closing or Selling a Law 
Practice  

• Transfer of Estate Planning Documents 

• California Probate Code Section 730-735 

Dawn Forgeur, 
CCLS 
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Lynne Koroush 

Please remember to support our vendors, because they support us!! “ ” 

Vendor Spotlight 

by Lynne Koroush 

T hank you very much to Dave Wil-
kinson, Ignacio Solorio, and Johnny 
Bateman for being at SLSA’s March 21, 

2013 dinner meeting, and taking the time to 
bring us up to date on Capitol Digital Docu-
ment Solutions’ services.  Also, congratulations 
to Ron Bodenmann, CDDS’ Director of Sales 
and Technology, for earning his certification as a 
Summation Trainer!   

   For more than 10 years, Sacramento area law 
firms, corporations, and government agencies 
have relied upon CDDS to provide expert litiga-
tion support services and manage their paper 
and electronic document productions.  CDDS 
specializes in*: 

• E-Discovery Solutions 

• Online Document Review Tools 

• Digital Print Solutions 

• Photocopy Services 

• Imaging/OCR 

• Document Coding 

• Additional Services, Such As Summation  

• Training & Deposition Summarizing 

*For a more complete list of services and spe-
cialties, go to www.Capitol-Digital.com 

   Thank you again to Dave, Ignacio, Johnny, 
and all the folks at Capitol Digital Document 
Solutions, for being SLSA’s Vendor of the 
Month!  Please visit CDDS at www.Capitol-
Digital.com, or call (916) 449-2820.   

Ignacio Solorio, Lynne Koroush, Johnny Bateman, Dave Wilkinson, and Dawn  Forgeur, CCLS 
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Dates to Remember 

• April 1 – César Chávez Day is an official 
court holiday; however, Sacramento Coun-
ty agencies and departments remain open. 

• April 8 - SLSA Executive Board Meeting 
(Location: Stoel Rives - Time: 6:00 p.m.) 

• April 18 - General Meeting and Installation 
of New Officers (Location: Courtyard Marriott, 
Sacramento, CA, 5:30 p.m.) 

• April 22 - Last Day to Submit Articles for 
the May issue of The Legal Eagle 

• May 13 - SLSA Executive Board Meeting 
(Location: Greenberg Traurig - Time: 6:00 p.m.) 

• May 16-19 - LSI Annual Conference 
(Location: San Jose) 

• May 22 - Last Day to Submit Articles for 
the June issue of The Legal Eagle 

Sun Mon Tue Wed Thu Fri Sat 

 1 

César 
Chávez 
Day  

2 3 4 5 6 

7 8 

SLSA 
Executive 
Board 
Meeting 

9 10 11 12 13 

14 15 16 

Last Day 
to Register 
for Confer-
ence w/no 
late fee. 

Last Day 
to Register 
for Dinner 
Meeting. 

17 18 

General 
Meeting 
and Instal-
lation 

19 20 

21 22 

Last Day 
to Submit 
Articles for 
the Legal 
Eagle 

23 24 25 26 27 

28 29 30     

April 2013 
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Lunch Lesson: 
E-Discovery… Are You Doing It Right? 
 

O ur March Lunch Lesson was on “E-Discovery…Are 
You Doing It Right?” with speaker Treven Tilbury, Esq. 
of Downey Brand LLP.  Mr. Tilbury covered the funda-

mentals of e-discovery, metadata, preservation and collection,  
production, costs of production, spoliation, and sanctions.  We 
learned that while the law is developing quickly, technology is 
developing far more quickly, and attorneys and staff need to be 
aware of technology changes to effectively conduct e-discovery.  
For example, if you don’t specify a format that you would like the 
data in, you don’t get another chance to ask for it in a format you 
can use (i.e., Concordance, Summation, etc.).  We also learned that 
generally speaking, litigants must preserve information when they 
know or reasonably should have known that the information is 
relevant to future litigation and, in federal court, a litigation hold 
letter is required.  SLSA thanks Mr. Tilbury for taking his lunch 
hour to talk to us about e-discovery, it was an exceptional and 
informative lesson. 

Attorney Treven Tilbury and Anne French 



1. b 

2. a 

3. a 

4. b 

5. c 

6. b 

7. c 

8. b 

9. True 

10. False 

CCLS QUIZ ANSWERS (from page 10): 
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Answers 

CCLS Terminology List 
by Launa Atkinson, CCLS  

CCLS Quiz Answers 
by Launa Atkinson, CCLS  

Escrow A system to transfer documents or property between two or more people in which 
the documents of property are held by a third party pending fulfillment of specified 
conditions. 

Grantee One to whom a grant is made; the recipient of title on a deed. 

Landlord An owner, also called “lessor,” who rents out real property to a tenant, also called 
“lessee.” 

Lessor The party, usually the owner, who gives a lease in return for consideration (rent). 

Deed A written document which conveys ownership of real property from one person or 
entity to another. 

Grantor One who makes a grant; the transferor (the giver) on a deed. 

Personalty Things movable, as distinguished from real property or things attached to the realty. 

Chattle Personal property. 

Preliminary title report A report showing the condition and/or clouds on the title of a real property in prepa-
ration of issuance of a title policy. 

Separate property Property owned by a married person in his/her own right during marriage. 
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General Dinner Meeting 

by Jennifer Rotz and Jennifer Sachs 

O ur speaker this month was Shayne 
Corriea-Fernandez, Senior Case Man-
ager and Fast Track Administrator for 

JAMS.  She talked about “The Ins and Outs of 
Arbitration.”  Her presentation was extremely 
informative and we greatly appreciated her tak-
ing time to educate us. 

   Ms. Corriea-Fernandez discussed the arbitra-
tion process from start to finish.  She started by 
discussing the difference between arbitration, 
which is usually binding, and mediation, which 
is not.  She also discussed the various types of 
arbitration: Sole Neutral Arbitration, Panel Arbi-
tration, Med-Arb, Paper Arbitration (Arbitration 
by mail,) and Baseball/Night Baseball.  

   She discussed JAMS’s Standard of Care for 
Consumer-Employment Arbitrations.  A con-
sumer has the right to the in-person hearing in 
his or her hometown area.  The consumer may 
only be responsible for paying the filing fee.   In 
California, the consumer is not responsible for 
costs incurred by the opposing party if the con-
sumer does not prevail. 

   Ms. Corriea-Fernandez then went over the 
steps of arbitration.  The first step is to actually 
file a demand for arbitration.  This includes list-

ing the 
basic in-
formation 
about the 
d i s p u t e , 
the par-
ties, the 
claims for 
relief, and 
the juris-
d i c t i o n . 
 The par-
ties then 
must se-
lect the 
rules they 
are going 
to use. 
 Once 
those two 

things happen, JAMS sends out a Notice of 
Commencement which will trigger the deadlines. 
 The parties are sent a list of seven potential 
arbitrators and may strike two.  After an Arbitra-
tor gets selected, the parties are provided with 
the Arbitrator’s disclosures.  This includes an 
extensive list of all cases or contacts an Arbitra-
tor has had with the counsel or parties.  The 
Arbitrator will have a conference call to do the 
preliminary planning for the arbitration.  The 
parties go through discovery, have the hearing, 
and an award is issued. 

Jennifer Rotz 

Jennifer Sachs 

Ann Edwards and  
Crystal Rivera 

Jennifer Estabrook , CCLS 
and Maimie Chyinski Andrea Benson, Dawn Forgeur, CCLS, and 

Shayne Corriea-Fernandez 
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Lynne Koroush, Teri McClory, 
CCLS, Michelle Chavez, CCLS, 

and Elizabeth Bomke, CCLS 

Jennifer Sachs and  
Launa Atkinson, CCLS 

Anne French, Cindy Biscarra, 
Mary Taylor-Higgins, and 

Linda Bustamante 

Maryanna Rickner 

Astrid Watterson, CCLS, 
and Anne French Dawn Forgeur, CCLS 
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Debbie Frias, CCLS 

Legal Procedures 
by Debbie Frias, CCLS 

I  have received from my state counterpart 
more changes that have taken place in vari-
ous state courts; in addition, Lynne 

Koroush sent me updates for a couple of the 
federal courts. I am going to summarize the 
updates below. I apologize in advance for the 
article's length, as I received a lot of infor-
mation! 

STATE COURTS: 

   1.  New Request for Dismissal form - adopted 
for mandatory use effective January 1, 2013. A 
copy of this form follows this article. 

   2.  Stanislaus County Superior Court - reduced 
clerk's office hours, effective February 4, 2013.  
This court has reduced its service hours for the 
public filing windows and telephones every Fri-
day by closing at noon. However, the changes in 
public service will not affect courtroom calen-
dars or scheduling for hearing dates. They note 
that document drop boxes are located outside 
the Clerk's offices, located at 1100 I Street, and 
801 10th Street on the 4th floor. They are acces-
sible between 8 a.m. and 5 p.m. daily. Pursuant 
to California Rules of Court, rule 2.210(b), any 
document deposited in a court's drop box up to 
and including 4 p.m. on a court business day is 
deemed to have been deposited for filing on that 
day. 

   3.  Sacramento County Superior Court - 
Changes to Law & Motion Filings, effective 
February 11, 2013.  Our local court has issued 
its Standing Order SSC-13-5. In any case where 
there is a "pending" law and motion matter on 
calendar, we are to file Requests for Dismissal, 
Requests/Motions to Continue, and Notices of 
Dropping any pending matter directly with the 
Civil Law and Motion departments, located at 
800 9th Street, 3rd Floor, as soon as practicable. 
Staff will be available to accept these documents 
at the civil law and motion filing window in the 
Civil Law and Motion lobby from 8:30 a.m. to 
12 Noon each court business day. A drop box 
will also be provided in the Civil Law and Mo-
tion lobby, and can be utilized from 8:30 a.m. to 
4 p.m. each court business day. 

   We are advised NOT to place these docu-
ments in the drop box in the lobby at the main 
courthouse, nor are we to submit any other doc-
uments directly to the Civil Law and Motion 
departments unless expressly ordered to do so. 

   Our local court has also issued new Civil Doc-
ument Filing Guidelines, which I am providing 
you following this article.  

   4.  San Bernardino County Superior Court- 
Notice of Closure of Barstow, Big Bear, and 
Needles Courthouses and Reassignment of Cas-
es, Effective February 26, 2013. This court is 
closing all courtrooms in the Big Bear, Barstow, 
and Needles Districts, and is reassigning the 
cases pending in those districts, effective May 6, 
2013. The Court will reassign cases in the Vic-
torville, San Bernardino, and Rancho Cucamon-
ga Districts. These closures are due to the se-
vere, ongoing budget reductions. 

   Cases arising out of the Barstow, Big Bear, 
and Needles Districts will be reassigned as fol-
lows: 

   Effective May 6, 2013, all civil unlimited and 
limited cases, excluding small claims cases and 
landlord-tenant (unlawful detainer) cases, pres-
ently heard in the Barstow District, will be filed 
and heard in the San Bernardino District - Civil 
Division, located at 303 West Third Street, San 
Bernardino, CA 92415. 

   Effective May 6, 2013, the following case 
types presently heard in the Barstow District will 
be filed and heard in the Victorville District, 
located at 14455 Civic Drive, Victorville, CA 
92392: Felonies; Misdemeanors; Traffic Infrac-
tions; Non-traffic Infractions (e.g., Code En-
forcement, Fish and Game, etc.); Small Claims; 
Landlord-Tenant (unlawful detainer); Family 
Law; Adoptions, Civil Harassment Restraining 
Orders; Name Change Petitions; Petitions for 
the Return of Firearms; and Domestic Violence 
Restraining Orders. 

   Effective May 6, 2013, all Guardianship mat-

See Legal Procedures, Page 23 
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ters presently heard in the Barstow District will 
be filed and heard in the San Bernardino District 
- Criminal and Family Division, 351 North Ar-
rowhead Avenue, San Bernardino, CA 92415. 

REASSIGNMENT OF BIG BEAR DIS-
TRICT CASES: 

   Effective May 6, 2013, all civil unlimited and 
limited cases, excluding small claims cases and 
landlord-tenant (unlawful detainer) cases, pres-
ently heard in the Big Bear District, will be filed 
and heard in the San Bernardino District, 303 
West Third Street, San Bernardino, CA  92415. 

   Effective May 6, 2013, the following case 
types presently heard in the Big Bear District 
will be filed and heard in the Victorville District, 
located at 14455 Civic Drive, Victorville, CA 
92392: Traffic Infractions; Non-traffic infrac-
tions (Code Enforcement, Fish & Game, etc.); 
Small claims; Landlord-Tenant (unlawful detain-
er); Family Law; Adoptions; Civil Harassment 
Restraining Orders; Name Change Petitions, 
Petitions for the Return of Firearms; and Do-
mestic Violence Restraining Orders. 

   All Guardianship matters presently heard in 
the Big Bear District will be filed and heard in 
the San Bernardino District - Criminal and Fam-
ily Division, 351 North Arrowhead Avenue, San 
Bernardino, CA 92415. 

REASSIGNMENT OF NEEDLES DIS-
TRICT CASES: 

   Effective May 6, 2013, all civil unlimited and 
limited cases, excluding small claims cases and 
landlord-tenant (unlawful detainer) cases, pres-
ently heard in the Needles District, will be filed 
and heard in the San Bernardino District - Civil 
Division, 303 West Third Street, San Bernardi-
no, CA 92415-0210. 

   The following Needles case types, presently 
heard in the Barstow District, will be filed and 
heard in the Victorville District, 14455 Civic 
Drive, Victorville, CA 92392:  Felonies and Mis-

demeanors. 

   The following case types presently heard in 
the Needles District will be filed and heard in 
the Joshua Tree District, located at 6527 White 
Feather Road, Joshua Tree, CA 925552:  Traffic 
Infractions; Non-Traffic Infractions (Code En-
forcement, Fish and Game, etc.); Small Claims; 
Landlord-Tenant (unlawful detainer); Family 
Law; Adoptions; Civil Harassment Restraining 
Orders, Name Change Petitions; Petitions for 
the Return of Firearms; and Domestic Violence 
Restraining Orders. 

   All Guardianship matters presently heard in 
the Needles District will be filed and heard in 
the San Bernardino District - Criminal and Fam-
ily Division, 351 North Arrowhead Avenue, San 
Bernardino, CA 92415-0240. 

REASSIGNMENT OF VICTORVILLE 
DISTRICT CASES: 

   Effective May 6, 2013, all civil unlimited and 
limited cases presently heard in the Victorville 
District will be filed and heard in the San Ber-
nardino District - Civil Division, 303 West Third 
Street, San Bernardino, CA 92415. Requests for 
Civil Harassment Restraining Orders, Petitions 
for Name Change, Requests for Domestic Vio-
lence Restraining Orders, and Petitions for the 
Return of Firearms will continue to be filed and 
heard in the Victorville District. 

   All juvenile delinquency cases, including juve-
nile delinquency drug court cases, presently 
heard in the Victorville District, will be filed and 
heard in the Juvenile Court District in San Ber-
nardino, 900 East Gilbert Street, San Bernardi-
no, CA 92415. 

REASSIGNMENT OF THE SAN BER-
NARDINO DISTRICT CASES; 

   Effective May 6, 2013, all Landlord-Tenant 
(unlawful detainer) cases presently heard in the 
San Bernardino District will be filed an heard in 

See Legal Procedures, Page 24 
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the Fontana District, 17780 Arrow Boulevard, 
Fontana, CA 92335. In addition, all small claims 
cases presently heard in the San Bernardino 
District will be filed and heard in the Fontana 
District. 

REASSIGNMENT OF THE RANCHO 
CUCAMONGA DISTRICT CASES: 

   Effective May 6, 2013, all Landlord-Tenant 
(unlawful detainer) cases will be heard in the 
Fontana District, 17780 Arrow Boulevard, Fon-
tana, CA 92235. Landlord-Tenant cases arising 
out of the Rancho Cucamonga District will con-
tinue to be filed in that district. In addition, all 
Small Claims cases arising out of the Rancho 
Cucamonga District will be heard in the Fontana 
District, 17780 Arrow Boulevard, Fontana, CA 
92335. Small Claims cases arising out of the 
Rancho Cucamonga District will continue to be 
filed in the Rancho Cucamonga District. 

REASSIGNMENT OF JUVENILE CASES: 

   All juvenile delinquency cases countywide, 
including juvenile delinquency drug court cases, 
will be filed and heard in the Juvenile Court 
District in San Bernardino, 900 East Gilbert 
Street, San Bernardino, CA 92415. 

   All juvenile dependency cases countywide will 
continue to be heard in the Juvenile Court Dis-
trict in San Bernardino, address above. 

REASSIGNMENT OF GUARDIANSHIP 
CASES: 

   All Guardianship cases countywide will be 
filed and heard in the San Bernardino District - 
Criminal and Family Division, located at 351 
North Arrowhead Avenue, San Bernardino, CA 
92415-0210. Parties with existing cases set for 
hearing on or after May 6, 2013, will be notified 
by mail of the department to which their case 
has been reassigned. 

   5.  San Bernardino Superior Court - Notice of 
Reduction in Clerk's Office Hours of Operation: 

   In a notice issued December 4, 2012, effective 
February 4, 2013, public service hours for the 
clerk's office of the Superior Court will be 8 a.m. 
to 3 p.m. Monday through Friday, except court 
holidays and except for the clerk's office for the 
Juvenile Dependency Court and Juvenile Delin-
quency Court in San Bernardino. 

   Effective February 4, 2013, the public service 
hours for the clerk's office for the Juvenile De-
pendency Court and Juvenile Delinquency Court 
in San Bernardino will be 8 a.m. to 12 p.m., and 
1 p.m. to 4:30 p.m., Monday through Friday, 
except court holidays. 

   Drop boxes are provided to receive docu-
ments during the court hours the clerk's offices 
are closed. 

   6. Orange County Superior Court. This county 
has gone paperless for civil actions! Look at 
their local rule 352. Log on to www.occourts.org 
for further information. 

   7. Riverside Superior Court.  Riverside has 
introduced a new case tracking service. It will 
allow subscribers to receive automatic e-mail 
notifications when a hearing is scheduled or a 
document is filed in civil and criminal cases. The 
service will eliminate the need to manually in-
quire regarding actions taking place in these 
c a s e s .  L o g  o n  t o 
http://riverside.courts.ca.gov/media/media.sht
ml. 

   8. Los Angeles Superior Court. Effective 
March 18, 2013, limited civil cases are to be filed 
at new locations; they are: Chatsworth Court-
house, 9425 Penfield Avenue, Chatsworth, CA 
91311; and Norwalk Courthouse, 12720 Nor-
walk Boulevard, Norwalk, CA 90650. Whether a 
case is filed at either of these locations, you can 
determine by consulting LASC Local Rule 
2.3(a)(2) at www.lasuperiorcourt.org, which as-
signs the location by U.S. Postal Service Zip 
Code. 

See Legal Procedures, Page 25 
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   Effective March 18, 2013, all limited jurisdic-
tion civil non-collections cases - as defined by 
California Rule of Court 3.740 - must be filed in 
the Stanley Mosk Courthouse, 111 North Hill 
Street, Los Angeles, CA  90012, at the filing 
window in Room 102. 

   All limited jurisdiction civil cases, pending as 
of March 18, 2013, and presently being adjudi-
cated at a district courthouse other than those 
listed above, will be transferred to the proper 
location during the next eight weeks. Individual 
transfer notices for each reassigned case will be 
sent to the parties at a later date. 

Go to www.lasuperiocourt.org. 

FEDERAL COURTS: 

   If we aren't being besieged by numerous 
changes in forms, hours, relocations, etc., in our 
state courts, some of the federal courts have also 
issued notices. 

   1.  USDC Southern District. There are several 
revisions. Rather than type out five pages of 
General Orders, I am providing these to you 
following my article. 

   2.  USDC, Northern District of California:  
Due to budget reductions caused by sequestra-
tion, the Court will observe five furlough days 
this year. Right now, the plan is for the Court's 
San Francisco, San Jose, and Eureka Divisions 
to be closed on the first Friday of each month, 
and the Oakland Division to be closed the first 
Monday of each month. Due to the Labor Day 
holiday, the Oakland Division will be closed the 
second Monday in September. Here are the slat-
ed furlough closures: 

    San Francisco, San Jose, and Eureka - noting 
the dates are all Fridays - May 3, June 7, July 5, 
August 2, and September 6. 

   Oakland (all Mondays): May 6, June 3, July 1, 
August 5, and September 9. 

   Furlough closure guidelines for parties and 
counsel: 

   1.  Federal buildings will be open on furlough 
closure days, allowing public access to drop box-
es for filing purposes in San Francisco, San Jose, 
and Oakland during regular posted hours. Items 
filed in accordance with the Court's drop box 
procedures will be considered "filed" on the date 
they are file-stamped and deposited in a drop 
box unless that date is on a weekend or federal 
h o l i d a y .  G o  t o 
http://cand.uscourts.gov/dropbox for further 
details. 

   2.  Any urgent matter arising from a case in a 
closed division should be brought to an open 
division only if it is an emergency that cannot 
wait until the next court day. 

   3.  CM/ECF will be available for electronic 
filing on furlough closure days; the ECF Help 
Desk will be open, but there may be longer than 
usual hold times for service. 

   4.  Hearings that fall on furlough closure days 
will be rescheduled by the court. If you have 
proceedings that are affected, you will be noti-
fied. 

   5.  Each judge individually shall decide if a 
court-imposed deadline that falls on a furlough 
day shall be postponed until the next regular 
business day. 

   You can find more information about the 
impact of budget sequestration on federal courts 
by logging on to the United States Courts' web-
site: 

(http://search.uscouerts.gov/search?qauery=Fu
rlough+affiliate=uscourts.gov&locale=en). 

   Finally, should there be changes in the Courts' 
furlough closure plan the Courts' web notice will 
be updated, as well as the list-serve. 

See Legal Procedures Attachments, Page 26 
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 Committee SLSA Chairmen Email Address 
Advertising Elizabeth Bomke, CCLS kwssec@covad.net 
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crivera@somachlaw.com 
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Cynthia Biscarra 
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Publicity Open   
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the Monday after the general 
meeting of the month preced-
ing the month of publication.  
This publication is designed to 
provide accurate and authorita-
tive information in regard to 
the subject matter covered.  It 
is distributed with the under-
standing that the publisher is 
not engaged in rendering legal, 
accounting, or other profes-
sional services.  If legal advice 
or other expert assistance is 
required, the service of a com-

   The Legal Eagle welcomes 
letters and article suggestions 
from readers. Please send them 
to: Liz Gideon, CCLS, c/o 
weintraub | tobin, 400 Capitol 
Mall, 11th Floor, Sacramento, 
C A  9 5 8 1 4  o r  l g i d e -
on@weintraub.com. 
   The Sacramento Legal Secre-
taries Association reserves the 
right to edit articles and letters 
sent in for publication.  The 
deadline for all submittals is 

petent, professional person 
should be sought.   
The opinions expressed in the 
articles published herein are 
those of the individuals sub-
mitting the articles and not 
necessarily the views of the 
board or editorial staff.  This 
publication may not be repro-
duced in whole or in part with-
out the express written consent 
of the board of the Sacramento 
Legal Secretaries Association. 

Editor’s Note 

by Liz Gideon, CCLS 

“Do not follow where 
the path may lead.  

Go instead where there 
is no path and leave a 

trail.” 
 ~ Harold R. McAlindon  

Code of Ethics 

Legal Secretaries, Incorporated 

It shall be the duty of each Member of the Legal Secretaries, Incorporated to observe all laws, rules, 
and regulations now and hereafter in effect relating to confidentiality and privileged communication, 
acting with loyalty, integrity, competence, and diplomacy, in accordance with the highest standards 

of professional conduct. 
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